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5 August 1982 


“Sy 


MEMORANDUM FOR: Vice Chairman, National Intelligence Council 


SUBJECT = «: Transmittal of Correspondence 


Fred: 


1. I need your assistance in reducing the amount of NIC/NIO-produced 
correspondence being handcarried to the DCI or DDCI. Recently that amount, © 
already substantial, has increased considerably and now probably exceeds 

70 percent. : os 


2. “Attached are prevtous memorandums I issued on the subject of 
handcarrying. The DCI is very specific that among my responsibilities is 
that of reviewing correspondence both jn and out, insuring coordination, 
monitoring follow-up and suspenses and supplying references. Providing 
drop copies to Executive Registry (ER) does not substitute for routing 
papers through me. No one appreciates more than I that Mr. Casey wants 
things done quickly. If he personally asks that a paper be handcarried to 
him for discussion then, of course, it should be. But too many people are 
laboring under the misunderstanding--or using as an excuse--that "The DCI 
is waiting for this." To go through the Executive Secretariat adds but a 
few minutes. Just give ER special instructions if time is at a premium. 
(ER is open 0730 to at least 1830.) 


3. Would you please remind the NIC that documents/correspondence 
for the DCI and DDCI are to be delivered only to ER (Room 7E-12). By so 
dcing we can serve everyone better as well as reduce unnecessary flow of 
personnel in and out of the front office suites. 
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MEMORANDUM FOR> gee Distribution oo ee 


FROM’ fs 030? Executive Secretary . 


suBJECT © Transmittal of Correspondence 


ve 


REFERENCE ES 81-2, dtd.15 dune 1981 


In view of the many recent organizational and personnel changes within Ge Se 
CIA,. I believe it appropriate to recirculate my attached memorandum of last June, 
subject as above. Will you please call it to the attention of your organizations — 
and bear in mind we can all serve the Director, ourselves and the Agency better if . 
we reduce handcarrying to the ninimum. Fe age oe 8 i.e 
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